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OHIO Ohio Historical Society -
tiirid: State Archives of Ohlo
V Local Govemmant Recards Program
800 E. 17® Avenue
i Columbum, Ohlo 43211-2407
Section E: Records Retention 8chedule
CITY OF PATASKALA, MAYOR'S COURT 07-011000
(local government antly) (unit)
{1) @ 3 [ 8 & |
8chedule Record Title and Dascription Retention Medla | Foruse (6)
Number Period Type by RC-3
Auditor of | Required
Stete or | by OHS.
OHS- LGRP
L_ i ~ LGRP
08-0001 General Correspondence: Subject matter may | 1 yeer and no Multl
include information conceming the generst longer of an
| sdminlstration of tha court that may be from Administrative,
elther an Intarnal or axtemal sources, Legal or Fiscal
valus. Appralse O
for Historical
valus, then
P | — R | destroy,
08-0002 Translent Comespendence Retain untll no Muitl
longer of
Administrative
value, then (.
dastroy. RC-3 not
| - reguired.
| 08-0003 | Unsolicited Correspondence: Unsolicited Retain untll no Multi
Mall, Emall, Faxes and simliar unsolicited ml:quw "
correspondence. valus, then 0
destroy. RC-3 not
___ — required. =
08-00004 | Coples ~ Reading, Informational and Retain untll no Mult
| Referance longer of
Administrative
valua, then O
| destroy. RC-3 not
| required.
08-00005 ' DrafRs, informal Notes, Reminder Notes, Retaln untll no Multi
Xerox Coples longer of
| Adminisirative or
Legal vaiue, then 0
desiray. RC-3 not
I | |_required, -
08-00006 | Blank Forms Retain :fntil no Multi
Administrative
valus, than O
desiroy. RC-3 not
| required. = .
| 08-00007 | Bulletine, Posters, General Notices and Retain untfl no Muiti
Displays fongerof
. Adminigtrative
| value, than ’
| destroy. RC-3 not | O
| | | required. |

' SAO/LGRP-RC2-(Inst.) Revised February 2012




H Ohio Historlcal Society Page _Z—of .£
Reirait  Sinte Archives of Ohio
V Local Government Records Program
800 E. 17" Avenue
W Columbu, Ohlo 43211-2497
L ] {2) £) @) (&)
Schedule Record Title and Dascription Retention Media | Foruse (8)
Numbuer Perlod Typs by RC-3
Audltor of | Required
Siate or by OHS-
OHB- LARP
| LGRP
03-00008 Ei_ompuu_r General Administrativeand | Retain :fnﬂlno Muriti
scal ris
Reports (Non Specific) mﬂ
w RC.3 not O
- n
required)
 08-00002 | Volce Mall, Text Messages, Erase ordelete | Mult]
when no longer of
an Administrative 0O
value,
08-00010 | General Adminlstrative Files Retain until no Mult)
longer of an
Admﬂmve.
Fiscal, or
Historical value. Ll
; Then destroy. A
08-00011 | Electronic Mail System {Emall) Retaln 2 yeara Muit!
then deleto D
08-00012 | Court System Backup Data Continually Multl
backed up nightly
internally on two 0
hard drives.
_ B - - Permanent, I ]
’o_s-nnma Facsimlile Logs / Cover Shests/ ::Inu:f untino | Multl
I B P an
Conflrmation Notices and Buffer Printouts. Adg‘:‘fl or =
Fiscal value. |
08-00014 | Awards, News r Articles and Clippin 25 Year(s) andno | Mult!
neRe PRINOS. | longer of Hiarorica B/
value,
08-00018 | Press and News Releases 3 Year(s) then Muitl
appraise for E}/
Adminigirative or
| | Historieal Value.
08-00018 | General Photographs, Negatives, Electronic Dastroy as Multi
imagea, CD's, CDR's, DV's and DVR's Filed determined by
With Casgs. degree and type 0
of case.
"08-00017 Business Cards-Rotary, Rolodex and Retain until no Multt
applicable software flles longer of
Administrative O
value, then
destroy. RC-3 Not
L | fequired. ) -

SAON_GRP-RC2-(Inst.) Revised February 2012
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OHIO Ohio Historical Soclety Page 5 _of _O

niisul State Archives of Ohlo
V Local Government Racords Program
800 E 17® Avenus
| Columbus, Ohio 43211-2497
Q) @) @) @) ® |
Schedule Reoord Title and Description Retention Modla For use ©
Number Paricd Type by RC-3
' Audltor of | Required
Stateor | byOHS- |
OHS-
— — LGRP
08-00018 | Planning/Scheduling/Calendar/Tralning Continually Multi
Information and Data or: Display Boards, updated, revised,
Erasable and Dry-Erase Boards, completed, 0
Chalkboards, Ease! Pads and electronie supsradad ar
media erased.
08-00019 | Hourly/Dally/Weekiy/Monthly Annual Maintaln unfitno | Muitl
Appointment Books, Records, Calendars longer an O
Administrative or
Historical valus.
08-00020 = ListRosters/informational Directories Continually Mult
containing employea contact information maintained, ]
purged and
updated,
08-00021 | Mataerial Safety Data Sheets Maintaln untlt Paper
revised, obsolete,
or supsrseded, O
| then destroy. RC-
3 Not Required o
08-00022 | Written Complaints Maintain untino | Multl
longer of an (1
Administrative or
B Legal value,
08-00023 | Professional and Trade Magazines, Refainuntliofne | Multl
Catslogs, Reference Publications and l:ﬂrg‘m o
Dirsctories value, . RC-3 Not
- = Required —
08-00024 | Frofasslonal Organization and Assoclation | 1 Year(s)and no | Muktl
Files. longer of an O
. Administrative
| value. | R
j 08-00025 | Equipment Opersting Maintenance Manuals | Malntain untl Muitl
squipmeint sold,
ulpment sold
scrapped, o no O
longer property of
. — the City. —
08-00028 Equipment Maintenances and Repair 1 Year(s) after Multi
Records equipment gold,
scrapped, or no 0
longer praperty of
e = __| the City. = -
08-00027 | Laws, Reguiations and Rules (L.ocal, Maintain until Multi
County, State and Federal) revised or O
rescinded. !
08-00028 | Policles, Procedures, Rules and 3 Year(s) aftar Muti |
Reguiations, Court Rules revised, 0
| suparsedsd or
= : _| discontinued. ! ‘ = |
08-00029 | Public Record Request 1 Year(s} Paper A‘ g
. I

SAQ/LGRP-RC2-{Inst.) Revised February 2012



08-00030

Ohio Historical Soclety
State Archives of Ohlo
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohlo 43211-2457

2)
Record Thie n(nd Dascription

(May contsin appropriate RC-1, RC-2 or RC-
3 Forms)

Ohlo Public Records Compliance Folder

)
Perlod

Page] ot 4~

&
JTVM

For use

by
Auditor of
State or
OHS-
LGRP

(8)
RC-3

Requires
by OHS-

25 Year(s) after

suparss'ded or
discontinued.

08-00031

Purchase Orders

audited

| 08-00032

Counrt Docket

Permanent

3 Years provided |

' Paper
| O

Paper

08-00033

Sealed reconds.

Seal and destroy
as determined by

degree and type
of misdemeanor.

| Paper

08-00034

08-00033
' 08-00038

08-00037

08-00038

‘Coples of Cases Transferred to Municipal
Court

Equipment inventories

Deeb'oyenpya.s

' datermined by

degree and type
of misdemeanor.

Papear

3 Years

Paper

Criminal Cases

1 Year after
auditad and
scanned.

if retalning
paper coples 5
yesars afier case
closed and audit
performed.
Appraise for
Historical value.

OVi Cases

| Traffic Cases

SAO/LGRP-RC2-(Inst.) Revised February 2012

1 Year after
audited and
scanned.

i retaining
paper copies 26
yoears after case
closed and audit
performed.
Appraise for
Historical value,
Than destroy.

1 Year after
sudited and
scanned.

If retaining
paper coples 5

Then desiroy. |

Paper

years after case |



@
Schedule
Number

Ohio Historical Soclety
State Archives of Ohlo
Local Government Records Program

800 E. 17° Avenue

Columbus, Ohlo 43211-2497

08-00039

" 08-00040

08-00041

Parking Tickets Pald

Receipt Books

Court Accounting Monthly Packets
Bank Rec., Bank Statement online printout,
Deposited Checks, Credit Card Recelpts,
Bank Deposit Slips, Monthly Diabursement

Reports.

(2
Record Title an)d Deacription

| 3)

Retentlon
Period

@
Media

Type

(L))
For use

by
Audttor of
Stete or
OHS-
LGRP

(6)
RC-3
Required
by OHS-
LGRP

closed and audit
parformed.

Appraise for
Historical value.

Until closed and
sudited, then
destroy

audited, then
destroy.

Then destroy.

3 years provided |

Paper

o8

E’ng"'

Paper

3 Years
provided
audited, then
destroy.

Paper

08-00042

Outdated Fine, Fee and Bond Schedules

3 years provided
audited, then
destroy -

08-00043

Zoning Cases

08-00044

|
| 08-00045

BMYV Reports

" 08-00046

08-00047

SAQ/LGRP-RC2-(Inst.) Revised February 2012

Parking Tickets Unpald

| LEADS Manuals

1 Year afler
audited and
scanned.

If retaining
paper coples &
years after case
closed and audit
performed.
Appraise for
Historlcal value.
Than desiroy.

Ball Bond Company Blilings

1 Year after paid
and oase
closed, provided
audlted. Then
desiroy.

2 years from
date of
transmIssion
2 years and
refer to
Magistrate to
Nolle. Then

desiroy.

| Continuaily

maintainad,
| purged and
| undated.

‘Paper |

Paper

Paper




